Step 1:

Read Guidelines for
Developing a Course
Summary and create a
course summary
document

v

Refer to Guidelines for
Writing Learning
Objectives if you need
help developing the
learning objectives
section of the Course
Summary.
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Step 2:
Submit your Course Summary to

— the CSD Training Manager and

corresponding policy unit for
approval before developing the
Instructional Plan.

Step 3:

Once the Course Summary is approved, start
creating the instructional plan. Begin by reading
both documents listed below. Then, transfer the
learning objectives and the content outline from
the Course Summary document to the

Instructional Plan.

Step 4:

Develop new or revise
existing training materials
like handouts, desk aids,
quizzes, activities,
PowerPoint slides, etc.

v

Read the Curriculum
Standards document
prior to working on the
Instructional Plan.
The Standards
provide broad
principles that guide
the development
process.

Refer to Guidelines
for Creating and
Instructional Plan for
assistance in
formatting and
developing the
Instructional Plan.

Step 5:

Develop the pre- and
post-tests in accordance
with the Guidelines for
Creating Pre- and Post-

Tests.

Step 6:

Use Creating the
Training Packet: A
checklist to help you put

the finishing touches on
the training packet.
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Step 7:

Submit the packet to the
CSD Training Manager
who will coordinate the
stakeholder review and
final editing processes.




